
To:		All Employees
From:		Kevin Willoughby, Director of Human Resources
Date:		May 16, 2024
Subject:  	Personnel Evaluations for 2023-2024

ACCS has opened up the Non-Instructor evaluations beginning today, May 16, 2024.
In this memo, I want to share information below about where to find the forms and documents that you will need to complete your part of the evaluation system. This will be the same way it was completed last year: You’ll upload a Word Document (Full-Time Employee Evaluation Form) into NeoEd Perform, which contains your (1) PD activities, (2) Assessment of Previous Year’s Goals, and (3) PD Plan / Goals for next year (3 sections all in 1 document).
You can find the Full-Time Employee Evaluation Form located under the Faculty & Staff menu on the Personnel Evaluations link at https://ww5.gadsdenstate.edu/employee/?page_id=8 
Here is the layout of that form:
· Professional Development Activities - A list of your individual professional development activities completed in the past year. You will list these activities on your evaluation form. 
· Assessment of Previous Year’s Goals – Evaluate your progress toward the previous year’s goals (if any).
· Professional Development Plan/Goals for Next Year – State your professional development plan/goals for the next year.
· Self-Assessment – Not required this year. 
· Job Descriptions – Please contact HR if changes are needed to job descriptions.
· Resume Template – Not required this year. 
Your completed evaluation form should be uploaded in NeoEd Perform via the ‘Upload Document’ tool by May 31, 2024. 
Supervisors, please use the Full-Time Supervisor Evaluation Checklist to complete the evaluation process for each employee.  Submit the completed checklist with signature and date as an attachment in NeoEd Perform. (Same as last year)
PT Adjunct, paper evaluations are available on the Faculty/Staff page (PT are not yet part of the NeoEd Perform tool).
Please let us know if you have questions or need further information: jobs@gadsdenstate.edu 
